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What is the function of the Division and the Office in which this record series is creafed? 
I Earliest Latest 

1976 PRESENT 
5. Division and Office Function 

The EDP Program' Accounts Division is a support division to the other operating divisions 
of the Georgia Employment Security Agency. 
computer operations, systems design and programming is furnished by this division. In 
addition, a continual evaluation of computer hardward is accomplished. 

All data processing support such as data entry, 
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1. Remrd Series Dewipiion 

Documents relating to: 

This file contains the following documents 
~. A a c h  samples of the file. . .. 

.. 

reviewing the perforniance of the computer system. 
~. 

@ Dmp&'j9,'. L - 2 5  (j, 94 

lndudedare: commands entedinto computer by operation; responses from the system to these 
commands ; and communication initiated by computer sys tem , tele-processing system , 
and Data Entry Systems. 
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File i s  arranged: Chronologically 
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1. Monthly Reference Rate How often are records referred to which are: ! 
. ,Seven to twelve months old - ; Thirteen to twenty-four months old -, . '  I 

~ - ,  One to~six months old 1 
.twentv-five months and older -~~ ~ ~~ * .  ~. * 

- - ____I__ 

1 . .  , * - --i:-* =-_- d'. 1 - :. 3 ---' 1. Annual R a h  of Accumulation of Records 
* Legal4zC drawers - Letter-size drawers --.- ~- ~~ -, ; Shefves ;Other (&ifyl LNvloS Post Binder . .  per month 
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The following requires the series to be kept: 

~~ 

Ratention Rquirements 
,i 

_Iq__~ - l _ _ . _ ~ ~  ~~-~ ~ 

c. Is this a vital record? -~ . ~~ 

b ,  

~ d. Does this series have histy-iicpl,.? ~. lonpterm research value? ~ i 

a. When one or two documents in the file make it necessary to keep the entire file for a long period, could these .: 

- dowmenss be scheduled~ zeparatelvl. ..,-A 

g. I s  the'information dantained in this series ever analyzed andlor recorded in a summarized report? 

- ~- -..-_- 
- 

. . .  .\ 
> , J ~ Q  infagnatigwxntained in this series ~YBRUM&.~~YBSA~WLGQOV. - 

~_Ituer,aaachdn~u._-~~~~__~ i-. __ 
h. Is there a diplication of this series in your office, or in another office or agency? 

-. !. 
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i 
___-__-_~~.years. 1. Audit period years. 

2 3 
a. State Law 
b. S t a t e  of-limitation ~~~~~ -- --- :Jear_s, ~ , ~ . e~.~ Administrative need _I_____ years. 
c. Federal law - . . . ~ - . .years. f. Federal retention instructions m. 
.- ~ - 

~. . , .  Anach copy or excert of laws or regulations. Explain administrative need. -' 

Review performance of computer systems. 
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, Appcoved Disposidon-ln'ructions This agencfrecomrnends that the file rer/es,be cut off a t  the end of each: . . -  
~~ , . _ -  . .  ' ,-- .. 

0 Calendar Year; 0 Fiscal Year; Other :-See below-then, 

G Hold in the current files area -~--- month(s) 
0 Transfer to lob1 holding area; hold 
C Transfor to State Records Center; hold -~----.year(s); then 
L Destroy. 
0 Transfer to State Archives for permanent retention. 
Ek Other lSpecifyl 

year(s); then 
- yearb); then 

E.D.P. Operations Unit  Copy-- Cut o f f  a t  egd of each month then, hold __-- i n  cu r ren t  f i l e s  a rea  3-months; then t r a n s f e r '  t o  S t a t e  Records Center: hold 2 years ;  
t h e n  destroy.  

Systems Analysis Sect ion COPE-- Hold i n  cu r ren t  f i l e S . a r e a  l.month, then 
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destroy. ~ ~ .. 
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These instructions apply to a l l  prior and future accumulations of the series. 


